Adagio JobCost 92A: Import Employees: Revised November 16, 2015:
Adagio JobCost will allow you to add new Employee codes or to overwrite existing Employee codes.

Adagio JobCost has a simple Employees Default import template that matches the export template. They
contain all the fields available for update. There is also a sample import file to match this template in the

sample data:
AJEMPLOY.CSV import file with all fields for the template "Employees Default"

Adagio JobCost allows you to create your own import file templates, provided your import file contains certain
required fields. For more information on setting up your import file and template properly, please see the
Template Requirements section below. You can also review all available fields that can be included Table of
fields section below.

For information on specific types of data, see the Data Types section.

You may delete the default import/export templates that are not useful to you. However, if you delete all of the
import/export templates, the list of default templates will be recreated.

File Information tab
Use this tab to set the File format. Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most
commonly used File Formats.

Minimum Fields Required to import a new Employee

Field Name Default Type | Length | Notes
Employee String 12 Must be in Import File

Template Requirements Notes

Employee cannot be left blank. This field is validated on import.

Dept must be blank or a valid Department in Ledger. This field is validated on import.

Class is an optional field, However, if Classes are being used, imported values must be valid. This field
is validated on import.

«» Pay type is used to set whether Rate or Amount is used as a default when Earnings codes are not used in
Timecards. It can be imported as a number or as a string. This field is validated on import. The values
are:

0 - Hourly

1 - Salary.

Regular Rates and Salary Amount can be positive or negative

Overtime Rates must be from 0.00 to 9.999
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Table of fields

Field Name Default Type | Length | Req? | Value if not Notes
Imported

Employee String 12 Y N/A

Name String 30 N Blank

Address 1 — 4 String 30 N Blank

ZipCode String 15 N Blank

Telephone String 20 N Blank
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Dept String 6 N Co. Profile

Class String 6 N Co. Profile See Template Requirement Notes
Pay Type Number 2 N Co. Profile 0 for Hourly, 1 for Salary.
Regular Rates 1 —3 | Number 16 N Co. Profile

Overtime Rates 1 - 3 | Number 16 N Co. Profile Multipliers: 0.00 to 9.999

Salary Amount Number 16 N 0.00

JobCost automatically creates a Default template which includes all of the fields above.

Data Types and Additional Notes

Strings:

+«+ Setting an offset for a field, larger than zero, will skip that many characters from the beginning of the

string.

«»+ Extra characters after the defined field length will be ignored.

Numbers:

% Negatives use a leading ‘-°.

«» If decimal amounts are required, they must be entered into the import file.
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